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1.0 Introduction 

1.1 Introduction 
The Phytosanitary Certificate and Issuance Tracking (PCIT) system automates the issuance of a 
Phytosanitary Certificate, including collection and tracking of its related information, for an eligible 
agricultural commodity being exported to foreign countries.  The Web-based PCIT application is 
developed to meet the following objectives: 

• Enable the creation of electronic Phytosanitary Certificates. 
• Provide data standards to facilitate data integrity for reporting and interfacing with foreign 

governments. 
• Protect the PCIT data by incorporating defined security requirements. 

1.2 Purpose 
The purposes of the United States Department of Agriculture (USDA) PCIT User Guide documents are to: 

• Provide PCIT users with a step-by-step procedure to complete tasks to create an application, add 
inspection and treatment results, and issue a Phytosanitary Certificate. 

• Provide PCIT users with a step-by-step procedure to set up user accounts and templates and support 
PCIT system administrative processes. 

1.3 Structure 
The USDA PCIT User Guide is divided into the following separate documents: 

• Getting Started with PCIT 

• Creating Phytosanitary Applications in PCIT 

• Processing Applications in PCIT 

• Combining and Splitting Certificates in PCIT 

• Managing Processed Applications and Certificates in PCIT 

• PCIT Payment Processing and Financial Management 

• Printing and Report Generating in PCIT 

• Managing ACO Accreditations 
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• Managing Organizations in PCIT 

• PCIT Appendix 

The procedures explained in each document follow a process in the PCIT system.  System users are given 
roles based on their job function.  Some users may have multiple roles.  These roles have specific rights 
that allow them to execute particular functions in specific areas of the application.  
NOTE:  For definitions of PCIT’s user roles, see Section 2.0, User Roles. 

1.4 Scope 
This document is in support of PCIT Version 3.3.  PCIT 3.3 provides new and enhanced functionality to 
improve the Phytosanitary Certificate Issuance & Tracking System.  This functionality includes: 

• Added Certificate Split/Combine functionality. 

• For industry users, replaced the View Certificate feature with Manage Processed Applications 
feature. 

• For non-industry users, combined the View Certificate and View Processed Applications feature 
into the Manage Processed Applications. 

• Enable ACO's to easily work with Applicant exporter and consignee information. 

• For non-industry users, added a certificate type and applicant name filter under the Workload 
screens. 

• Provided several new reports and report enhancements. 

• On search screens, removed the necessity to clear the search form when searching for specific 
applications or certificates. 

• Miscellaneous application updates and fixes. 
Every effort has been made to make this document as accurate and up-to-date as possible.  Future releases 
of this document will be updated to reflect new capabilities. 
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2.0 User Roles  

2.1 PCIT User Roles 
The PCIT system is structured by user roles within an organization.  User roles contain functionality in 
support of activities executed by the specific user for the creation of a Phytosanitary Certificate.  Users 
may have multiple roles, and additional roles will be acquired with future releases in support of new 
capabilities.  

Identified user roles include the following external users: 

• Applicant 
• Authorized Entity (AE) Applicant 
• Nursery Applicant 

 

Identified user roles include the following internal users: 

• ACO Admin Support 
• Authorized Certification Official (ACO) 
• Export Certification Specialist (ECS) 
• Export Services 
• Federal Regulatory Official (FRO) 
• Regional Export Trade Specialist (ETS) 
• State Regulatory Official (SRO) 
• Personnel Development Center (PDC) 
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2.2 User Functions 
The following are high-level descriptions of functions associated with PCIT user roles.  These 
descriptions are dynamic and will be enhanced as further functionality is added as the system develops. 

NOTE:  All user roles can generate reports for viewing and printing within their purview. 

2.2.1 Applicant Functions 
All applicants may: 

a) Submit 572 applications for 577 Phytosanitary Certificates and 579 Phytosanitary Certificates for 
Reexport. 

b) Save an ongoing application entry as a “work in progress” (WIP) before submitting it.  Applications 
saved as WIP are available to the applicant for further editing and input.  In addition, data may be 
entered in any order before review of a summary/submit of application information.  

c) Edit an existing application, depending on its current status.  Applicants can only edit Work in 
Progress applications and Returned applications.  

d) Recall submitted and/or deletes a work in progress application. 

e) Save an application as a template.  This process allows the applicant to use that template to begin the 
application submission process for a subsequent application.  A template is used to populate many of 
the fields in the application that may be routine for certain exports, such as Exporter, Consignee, or 
Commodity (ies). 

f) Create templates for Exporters and Consignees.  This allows the applicant to create a list of Exporters 
and Consignees from which to choose when creating an application.  These lists are available only to 
a specific user or users in the same organization. 

g) View progress of a specific application.  Applicants can monitor the progress of an application that is 
specific to their organization to its final status. 

h) View and Print copies of applications and issued certificates associated with their organization. 

i) Submit Split and Combine certificate requests. 

2.2.2 Authorized Entity Applicant  
Authorized Entity (AE) Applicants may:  

a) Perform all applicant functions stated above. 

b) Enter treatment information and additional declarations for the organization’s applications. 

c) Print Original certificates for the organization. 

d) Re-use a certificate to create additional similar certificates. 

e) Generate the Certificate Manifest report. 

f) Return or cancel a submitted application. 

g) Submit Split and Combine certificate requests. 
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2.2.3 Nursery Applicant  
Nursery Applicants may:  

a) Perform all applicant and AE functions stated above. 

b) Issue and Print Original Certificates sent to countries authorized in the Nursery Certificate Program. 

2.2.4 ACO Admin Support  
ACO Admin Support Assistants may: 

a) Perform the entire applicant functions stated above on behalf of an ACO.  

b) Enter inspection information, treatment information, and additional declarations on behalf of an ACO. 

c) Print Original certificates on behalf of an ACO. 

d) Generate reports for viewing and printing. 

e) Submit and process Split and Combine certificate requests. 

2.2.5 Authorized Certification Official  
Authorized Certification Officials (ACOs) may:  

a) Perform all applicant and AE applicant functions stated above. 

b) Enter inspection, treatment, and infestation data into current applications and certify the results. 

c) Assign a submitted application to a member of the current workforce for the assigned duty station, 
including themselves. 

d) Issue, return, or cancel a submitted application. 

e) Reissue a Phytosanitary Certificate. 

f) Supersede a Phytosanitary Certificate. 

g) Void a Phytosanitary Certificate. 

h) View lists of certificates within their purview for a range of dates or by specific Federal Phytosanitary 
Certificate (FPC) number.  

i) View a list of applications via “My Workload” that are currently assigned to themselves. 

j) View a list of applications via “My Duty Station Workload” that have been submitted for that 
particular duty station by date range.  

k) Select an application from a list and perform application-related functions.  

l) Cut and paste the Additional Declaration (AD) from EXCERPT.  

m) Update an application submitted by an applicant.  

n) Reassign an application to another duty station.   

o) Batch process applications. 

p) Submit and process Split and Combine certificate requests. 
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2.2.6 Export Certification Specialist  
Export Certification Specialists (ECS’) may: 

a) View the number of assigned ACOs needing re-certification within the next 6-12 months, 3-6 
months, 1-3 months, and 1-30 days 

b) View and print copies of applications and certificates within their jurisdiction. 

c) Generate reports for viewing and printing. 

d) Update user profiles for specific ACOs including entering test results, granting administrative rights, 
and assigning an ACO to additional duty stations. 

e) Create user accounts for Administrative Support personnel. 

f) Grant Authorized Entity status to applicant organizations. 

g) Review ACO nominations submitted by the FRO or SRO. 

h) Submit ACO nominations to ES 

2.2.7 Export Services / Regional Export Trade Specialist 
Export Services/Regional Export Trade Specialists may: 

a) View and print copies of applications and certificates. 

b) Generate reports for viewing and printing. 

c) Create user accounts for ECS’ and Administrative Support personnel. 

d) Grant Nursery Certification Program authorization to applicant organizations. 

2.2.8 Federal Regulatory Official 
Federal Regulatory Officials (FROs) may: 

a) View and print copies of applications and certificates within their jurisdiction. 

b) Generate reports for viewing and printing. 

c) Submit ACO nominations to the ECS. 

2.2.9 State Regulatory Official  
State Regulatory Officials (SROs) may: 

a) View and print copies of applications and certificates within their jurisdiction. 

b) Generate reports for viewing and printing. 

c) Grant Authorized Entity status to applicant organizations. 

d) Submit ACO nominations to the ECS. 

2.2.10 Personnel Development Center 
a) Enters ACO accreditation data, such as test dates and pass/fail results for Nominees and ACOs. 

b) Generate and view the ACO Training Data Report. 
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3.0 System Overview 

3.1 Specifications 
PCIT version 3.3 consists of the following system components: 

• PCIT applications software – Consisting of the approved, detailed requirements for versions 2.0, 2.1 
and 2.2, 2.2.1, 2.2.2, 2.3, 2.3.1, 2.3.2, 2.3.5, 2.4, 2.5, 2.5.1, 2.5.2, 3.1, 3.2 and 3.3 from the PCIT 
Project database. 

• PCIT database – Oracle 9i. 
• Application Platform – Oracle Application Server (AS) 10G. 

3.2 Accessing PCIT 
Users may access the PCIT application via the Internet using a web browser.  Refer to Section 4.0, Create 
Accounts of this guide for information on logging in to PCIT.  When you are logging into PCIT, you will 
be initially directed to an eAuthorization server and once validated, you will be re-directed to the PCIT 
server.  The eAuthentication (eAuth) is a new feature beginning with PCIT Release 2.5 as a result of a 
federal government mandate that access to all government systems require eAuth.  This process is 
administrated by the agencies with oversight and cooperation from General Services Administration 
(GSA).  eAuth is a tiered registration process where persons wanting or requiring access to government 
systems must register as a user of government systems. 

If you are an initial internal PCIT user, you will be directed to create a new eAuth ID and password.  
Once validated, you will be re-directed back to the PCIT server where the eAuthorization has provided 
PCIT with a unique credential.  When the credential is matched in PCIT, you will be allowed to access 
your organization.  If no match is found, it is assumed that you are new to PCIT and you can create a new 
organization (and thus become its administrator), or if you have an organization Personal Identification 
Number (PIN), you will be directed to enter the PIN that will be used to link you to the assigned 
organization. 

3.3 Assumptions 
The following assumptions were made in the development of this document: 

• Users possess a basic level of computer proficiency such as: 
• Entering, deleting, and modifying text.  
• Using radio buttons and checkboxes.  
• Scrolling and tabbing from field to field. 

• Users have a basic understanding of the Phytosanitary Certificate business process.  
• Users have Internet access using Internet Explorer 5.0 (or above) or Netscape 5.0 (or above).   
• Users have access to Adobe Acrobat Reader 5.1 (or above). 
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3.4 Terminology 
When you see this term … You should … 

Scroll  Select the arrows of a scroll bar.  
− Scrolling enables you to show more of a record or move to the next record. 

Select  Single click with the mouse on the object. 
Press  Press a keyboard key. 
Enter  Type text in a field. 
Date  A calendar pop up is provided next to any date text field.  You can select a 

specific date by clicking on the calendar icon and selecting a date in the new 
calendar window. 

 

3.5 Using a Drop-Down List 
Drop-down lists: 

• Enable users to select information from a searchable list of items that corresponds to a specific input 
box. 

• Are easily detected.  To the immediate right of a column or data block is a small square box that 
contains a black, downward-pointing arrow.  This button, when selected, engages the appropriate 
list. 

• Include a search window in which a list may be searched by the first column shown in the list.  Users 
simply type the first letter in the search field, and the list displays the matching options. 

• Are displayed alphabetically. 

3.6 Using User-Created Lists 
Lists of user-selected or entered items such as commodity inspections and commodity treatments are 
presented by displaying the first list items. 
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3.7 Using Scroll Lists 
In Release 2.3.5 and above, User Created Lists are being replaced by Scroll Lists.  List items such as 
applications, application commodities and organization members are presented in windows.  A scroll bar 
appears when the list items do not fit in the available window. 

 

3.8 Using Pop-Up Calendars 
In Release 2.4 and above, a calendar pop up is provided next to all date text fields.  You can either 
manually enter a date in the field, or select a date using a calendar pop-up. 

 

When the calendar icon is clicked, a new pop up window will display the current calendar month.  The 
current date will be highlighted in red only if no date has been entered in the text field prior to clicking on 
the icon.  If there is already a date entered in the text field, the calendar will display that date’s month and 
highlight the day from the entered date.  You can select any day by clicking on the number or you can 
navigate to the previous or next month by clicking on the top arrows.  Days from the previous/next month 
could also display if the current month does not start on a Sunday or end on a Saturday.  Those numbers 
will be gray to indicate it’s from another month but can still be selected.  See the diagram below. 

 
 

Current Day 

To go to the 
next month 

To go to the 
previous month 

Gray numbers in this 
example indicate days 
from February. 
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Once you select the date by clicking on the number, the calendar pop up will close and you will 
return to the page where you originally began and the selected date will appear in the date text 
box. 

 

3.9 Additional Features 
PCIT has several features to assist users to obtain information for processing Phytosanitary Certificates:  

• An asterisk at the end of a field name indicates that an entry is required in that field.  

• Function buttons located at the bottom of the screen or in the side navigation menu bars enable 
navigation between tasks. 

• Context Help is included in PCIT on key fields to assist in identifying the type of information to be 
entered in the associated field.  

• Links to other Web pages:  

On the Sign In page, users can access the following: 

o USDA Accessibility Statement 

o Privacy and Security Policy 

o Nondiscrimination Statement 

o FOIA 

o USDA 

Within the PCIT application, users can access the following links to Web pages for business policy 
information: 

o EXCERPT 

o USDA 

o APHIS 

o Export Certification Manual 
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• A Help/Contact Us page with: 

a link to Export Services 

o for specific information concerning verification or interpretation of regulations. 

o ECS’, for information concerning export regulations, commodities, and application 
processing. 

o PCIT technical support for technical information about using the PCIT system. 

a link to download the USDA PCIT User’s Guide 

o a complete copy of the entire user’s guide, or 

o a specific section that pertains to your general usage of PCIT. 

a link to PCIT Industry Webinar Q&A 

o https://pcit.aphis.usda.gov/pcit/faces/webinarQA.html 

a link to PCIT Release Notes 

a link to PCIT Accessibility Guidelines 

• For technical support regarding the PCIT system, contact the PCIT Help Desk: 

E-mail:  pcithelpdesk@aphis.usda.gov 

Phone:  1-866-HLP-PCIT (1-866-457-7248) 

• For technical support regarding USDA eAuthorization, contact the USDA Help Desk: 

E-mail:  eAuthHelpDesk@ftc.usda.gov 

Phone:  800-457-3642 

• For technical support regarding Payments, contact the Pay.Gov Customer Support: 

Email:  pay.gov.clev@clev.frb.org 

Phone:  800-624-1373 (toll free, Option #2) or 216-579-2112 (Option #2) 

Hours (EST): 6:00 AM - 8:00 PM 
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NOTE:  If a system error occurs during your use of the PCIT application, the following System Error 
page will appear. 

 

Please report this error to the PCIT Help Desk and include the error code in your response.  To log in 
again, you can click the sign in link.  
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3.10 Welcome Page 

What This section shows you how to navigate through PCIT. 

When You sign on to the PCIT system or select the PCIT Home link from the left side menu. 

How Sign-on to PCIT 
 
1. If you are not already signed in to PCIT, sign in to PCIT. 

RESULT:  The Welcome page appears. 
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2. To navigate PCIT, select the options located on the left side menu.  For Industry users, the options in 
this menu will not change.  For Internal users, the available links will depend on the assigned roles. 

Industry and AE Applicant Internal ACO and ACO Admin support 
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NOTE:  For internal users with other administrative roles; such as Export Trade Specialist (ETS), Export 
Certification Specialist (ECS), Federal Regulatory Officials (FRO), State Regulator Official (SRO), or 
Personnel Development Center (PDC), the menu options will include items related to the assigned role.  
For more detailed information on roles refer to Section 2.2 User Functions. 

3. The Accreditation Messages section contains notices of upcoming training and re-certification 
needs.  Only Export Services and ECS users can view the Accreditation Messages.  ECS’ must be 
assigned the Responsible ECS in PCIT for ACOs before they will be shown.  Alerts will be displayed 
daily and will stay on the ECS’ screen until each ACO is re-certified or is put into an inactive status.  
Refer to the Managing ACO Accreditation section for further details. 

 
4. The Messages section contains general information notices from USDA to all users such as system 

availability and system-wide messages.  The messages can be reviewed by organization and/or 
user role.  This section will also contain links to applications that have been submitted, returned, or 
issued within the past seven days. 

 
5. The What’s new section contains links to release updates.  When the PCIT application is updated, 

this box will display a link to the New Release document. 
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4.0 Create Accounts 

4.1 Sign In  

What This section shows you how to sign in to PCIT. 

When To access PCIT, you must first obtain a USDA eAuthentication Account.  After being 
registered, you can enter your PCIT User ID and Password to access PCIT. 

How Complete the following steps: 

 
NOTE FOR ALL USERS:  If you have not already obtained a USDA eAuthentication Account, it is 
recommended that you do so before connecting to PCIT.  To register with eAuth, go to the USDA 
website at http://www.eauth.egov.usda.gov and click the Create Account link.  Follow the instructions 
provided on the USDA eAuth site to complete your account creation.  There are two security account 
levels (Level 1 and Level 2); Level 1 is all that is required by PCIT.  USDA employees must create a 
USDA employee account.  If you have an existing eAuth account, you do not need to create a new one. 
 
If you have any issues registering with eAuth, please contact the USDA eAuthentication support: 

• Visit the USDA eAuthentication Website. 
• Contact the USDA eAuthentication Helpdesk at 800-457-3642 or email them at 

eAuthHelpDesk@ftc.usda.gov.  Put the word “PCIT” in the Subject line for priority support. 
• Federal employees can contact the ATAC Helpdesk for assistance. 
• REMEMBER:  Only a Level-1 eAuthentication account is required to access PCIT. 

 

4.1.1 Creating USDA eAuth IDs 
Each new PCIT member must create a USDA eAuthentication ID. 

1. Connect to the PCIT Log In page using the Web address: https://pcit.aphis.usda.gov/pcit/. 

2. Click the Log in button. 
RESULT:  The eAuthentication Warning page displays. 

3. Click Continue. 
RESULT:  The eAuthentication Login page displays. 
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4. Click the Create an account link under the Quick Links box in the upper left hand corner. 

 
5. Choose Level 1 Access.  NOTE:  Level 1 is all that is required by PCIT. 

6. Follow the instructions provided on the USDA eAuthentication website to complete your account. 

NOTE:  You will receive an activation email.  You must activate this account before you can 
connect to PCIT. 
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4.1.2 Linking Your New eAuth Account to PCIT 
1. Connect to the PCIT Log In page using the Web address: https://pcit.aphis.usda.gov/pcit/. 

2. Click the Log in button. 
RESULT:  The eAuthentication Warning page displays. 

3. Login using your new eAuthentication ID. 
RESULT:  The PCIT Log In page displays. 

4. Enter the Initial Access ID and password provided by the Organization Admin in the PCIT User ID 
and Password fields. 

 

 
 
5. Click the Sign In button. 

RESULT:  The PCIT Welcome page displays. 
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4.1.3 Connecting to PCIT 
1. Connect to PCIT using the Web address: https://pcit.aphis.usda.gov/pcit/. 

RESULT:  The following page displays: 
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2. Click the Log In button. 
RESULT:  The USDA eAuthentication Warning page appears. 
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3. Read the Warning message and click the Continue button. 
RESULT:  The eAuthentication Login page appears. 

 
NOTE:  If you have an existing eAuth account but have forgotten your password, click the 
Retrieve My Forgotten Password link.  After 5 unsuccessful attempts to login, you will be unable 
to login to your eAuth account for 60 minutes.  

4. Enter your USDA eAuthentication Login user ID and password and click the Login button. 
RESULT:  You will be redirected to the PCIT Login page. 

 



4.0 Create Accounts 

Getting Started with PCIT         
 

22

 
5. If you already have access to PCIT then you will be required to enter your original PCIT user ID and 

password and click the Sign In button.   

NOTE:  This is a one time requirement - when logging into PCIT after initial login, you will log in with 
only the USDA eAuthentication ID and password.   

NOTE:  If you have forgotten your PCIT User ID or Password, please contact the PCIT Helpdesk. 
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RESULT:  The Welcome page appears. 
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4.2 Sign Out 

What This section shows you how to sign out of PCIT. 

When Each time you need to sign out of PCIT  

How Complete the following steps: 
 

1. Select the Sign Out link in the upper right corner of the screen. 
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RESULT:  The eAuthentication Status page will display. 

 

Within 5 seconds The PCIT Log In page appears.  You are signed out of PCIT. 
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4.3 Registering an External Organization 

What This section shows you how to create a new applicant organization. 

When To access PCIT to submit applications for Phytosanitary Certificates. 

How Complete the following steps: 
 

Non-Government users must create a new applicant organization.  Registering your organization creates a 
profile for yourself and your company/organization.  Only one profile per company/organization is 
needed.  The person who registers the organization becomes the Organization Administrator.  As the 
Organization Administrator, you are responsible for adding and maintaining other PCIT user accounts for 
your company/organization.  Individual members of an organization will have a separate profile, but will 
be able to share application templates, applications, and exporter and consignee lists. 

NOTE FOR ALL USERS:  If you have not already obtained a USDA eAuthentication Account, it is 
recommended that you do so before connecting to PCIT.  To register with eAuth, go to the USDA 
website at http://www.eauth.egov.usda.gov and click the Create Account link.  Follow the instructions 
provided on the USDA eAuth site to complete your account creation.  There are two security account 
levels (Level 1 and Level 2); Level 1 is all that is required by PCIT.  USDA employees must create a 
USDA employee account.  If you have issues registering with eAuth, please contact the USDA help desk 
at eAuthHelpDesk@ftc.usda.gov or call 800-457-3642. 
 
NOTE FOR INTERNAL USERS:  You do not need to register an organization.  You will receive your 
user ID and initial password from your ECS or the PCIT Helpdesk. 

1. Connect to the PCIT Log In page using the Web address: https://pcit.aphis.usda.gov/pcit/. 
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2. Click the Log In button. 
RESULT:  The USDA eAuthentication Warning page appears. 
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3. Read the Warning message and click the Continue button. 
RESULT:  The eAuthentication Login page appears. 
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4. Enter your USDA eAuthentication Login user ID and Password and click the Login button. 
NOTE:  If you have not created the USDA eAuthentication account, you should create it now.  You 
will be unable to register you organization in PCIT until you have activated your eAuth account. 

Once you have successfully completed the USDA eAuthentication Login, the PCIT Login page 
appears. 

 

6. To create a new external organization, click the Register External Organization button.   
The Registration Wizard- User Information page appears. 
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4.3.1 Creating a New Organization 
7. To register a new organization, enter your name and phone number and click the Next button. 

NOTE:  The name and phone information will already be entered from information obtained from 
eAuthentication.  You may change or correct it here before proceeding. 
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RESULT:  The Registration Wizard –Choose a Path page appears. 

 
 

NOTE: The Join an Existing Organization’s Account within PCIT option is for users who chose to 
register an External organization from the PCIT Login page but actually want to join an organization that 
already has a PCIT account. 
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8. Select Create a New Organization Account within PCIT and click the Next button. 
NOTE:  As the creator of the new organization, you will become the Organization Administrator 
(Org Admin). 
RESULT:  The Registration Wizard – Create New page appears. 

 
9. To create a profile for your company/organization, complete all required fields according to the 

following field chart.  The Company/Org name, address, and phone number information provided 
will appear on all application forms submitted by the organization’s employees. 

Field Notes 
Company/Org. Name  Name of the organization/company. 

Street Address  The organization/company street address.  

City  The organization/company city. 

State/Territory  State/Territory in which the organization/company is located. 

Zip Code  Zip code of the organization/company address.  
 Zip code can be five-digits or nine-digits. 

Phone  Ten-digit organization/company telephone number includes the area code.  
 In addition, you may enter an extension number. 

Fax  The organization/company fax number. 
 This is an optional field. 

 

10. Review the information you have entered and make any necessary corrections. 
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11. Click the Submit button. 
RESULT:  The Registration Wizard – Create Successful page appears. 

 

 
12. Click the Continue button to start using PCIT. 

RESULT:  The PCIT Home page appears with your name/company in the upper right corner of the 
Welcome page. 
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4.3.2 Joining an Existing Organization 
13. To join an existing organization, enter the PCIT User ID and PCIT Password that the Org Admin 

provided you click the Sign In button.   
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RESULT:  The Registration Wizard –Join Confirmation page appears. 

 
14.  Verify the organization that you are about to join and click the Confirm button. 

RESULT:  The Registration Wizard – Join Successful page appears. 

 
15. Click the Continue button to start using PCIT. 

RESULT:  The PCIT Home page appears with your name/company in the upper right corner of the 
Welcome page. 

NOTE:  Once a user is added to an organization, the Org Admin is notified that the user has joined the 
organization’s account.  The user name and a reminder to update the user’s permissions are displayed 
under the Messages section of the Welcome page. 
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4.4 Adding Members to an External Organization 

What This section shows you how to add members to your organization in PCIT. 

When If you are the organization administrator and you wish to add members to your 
organization/company.  

How Complete the following steps: 
 

1. If you are not already signed in to PCIT, sign in to PCIT and proceed to Step 2. 
RESULT:  The Welcome page appears. 

2. Select the Manage Account link in the upper right corner of the screen.  
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NOTE:  You must be the organization administrator to select Organization account information. 
RESULT:  The Manage Account page appears. 

 
3. Select  Organization account information and click the Next button.   

RESULT:  The Manage Organization Profile page appears. 
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4. Select the Add Member to Organization button. 
RESULT:  The Add Member page appears. 
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5. Complete the fields of the Add Member page according to the following field chart: 

Field Notes 
Name  First Name, Middle Initial, and Last Name for the new member you are adding.  

PCIT User ID  The ID provided by your organization administrator to synchronize your 
eAuthenticfation account with the organization’s account in PCIT.  This 
synchronization is a one time event. 

PCIT Password  The password provided by your organization administrator to synchronize your 
eAuthentication account with the organization’s account tin PCIT.  This 
synchronization is a one time event.  

Confirm PCIT Password  Reenter the Sign In password exactly as you did in the Password field. 
 When reentered, the password appears as dots (········). 

Organization Administration 
Privileges 

 Select Yes or No to delegate admin privileges to the user.  Selecting Yes 
allows another user to manage an organization’s profile, add and delete 
members, and reset member passwords.  It is recommended that this privilege 
be given sparingly across your organization. 
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6. Click the Cancel button to abandon the addition of this new member and return to the previous page, 
or click the Save button to add the new member. 

If the new member User ID … Then … 
Currently exists in PCIT  An error message prompts you to enter a different user ID. 

 Enter a different user ID in the User ID field. 
 Repeat Step 6. 

Does not currently exist in PCIT  The Manage Organization Profile page reappears. 
 The new member is listed. 
 The procedure is complete. 
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4.5 Managing Your Profile 

What This section shows you how to manage your profile. 

When If you wish to update your name, address, or e-mail address, use the Manage Account link on 
the Welcome page.   

How Complete the following steps: 
 
1. If you are not already signed in to PCIT, sign in to PCIT. 

RESULT:  The Welcome page appears. 

NOTE:  If you are signing into PCIT for the first time, you will be taken directly to the Manage Profile 
page to change your password and select your personal question and answer.  Proceed to Step 3. 

2. Click the Manage Account link in the upper right corner of the screen. 

 

 

If you... Then… 
Are an Org Admin  The Manage Account page appears. 

 Select My own profile information. 
 Click the Next button. 
 The Manage Profile page appears. 

Are not an Org Admin  The Manage Profile page appears. 

 



4.0 Create Accounts 

Getting Started with PCIT         
 

42

 
3. Edit your Name as appropriate. 

 
4. Click the Save button to store the changes to your profile. 

RESULT:  The Welcome page appears and your changes have been saved. 

OR 

Click the Cancel button to abandon the changes to your profile.  
RESULT:  The Welcome page appears and your changes have not been saved. 

 


